SC DEPARTMENT OF CORRECTIONS

-JOB POSTING NOTICE (EOE)-
OPENI NG DATE: 01/12/16 CLOSI NG DATE: UNTIL FILLED
SCDC | NTERNAL TI TLE: POSTAL CENTER SPECI ALI ST SCDC POSI TI ON #: 010150

HOURS/ VEEKLY: 037.50 SHI FT SCHEDULE: 02 WORK TI ME: 0800 AM - 0400 PM
LOCATI ON:  LEE CORRECTI ONAL | NSTI TUTI ON, BI SHOPVI LLE (LEE) LEVEL 3

STATE JOB TI TLE: POSTAL SPECI ALI ST STATE JOB CLASS: AB10

PAY BAND/ LEVEL: 02 E

BAND: 02 SALARY RANGE $ 017656 - $ 032667 SPECI AL | NCENTI VE: NO
H RI NG SALARY RANGE: $ 020656 - $ 026661 SCEI'S POSITION #: 61021738

STATE OF SC M NI MUM TRAI Nl NG AND EXPERI ENCE REQUI REMENTS:
A HI GH SCHOCL DI PLOVA.  RELATED WORK EXPERI ENCE MAY BE
SUBSTI TUTED FOR A HI GH SCHOOL DI PLOVA.

AGENCY PREFERRED QUALI FI CATI ONS:
ONE (1) YEAR EXPERI ENCE | N POSTAL OPERATI ONS; OR ANY EQUI VALENT
COMVBI NATI ON OF EDUCATI ON, TRAI NI NG OR WORK EXPERI ENCE.

DESCRI PTI ON OF DUTI ES:

RECEI VES, SORTS, AND DI STRI BUTES | NCOM NG MAI L; PROCESSES OUTGO NG
MAI L.  COORDI NATES AGENCY POSTAL SERVI CES. SUPERVI SES EMPLOYEES
ENGAGED | N MAI L HANDLI NG TASKS.  MAI NTAI NS RECORDS OF | NSURED AND
REG STERED MAI L; MAI NTAINS BI LLI NG RECORDS. REQUI RES KNOW.EDGE OF
POLI CI ES, REGULATI ONS AND PROCEDURES FOR HANDLI NG MAI L, KNOW.EDGE OF
FI LI NG SYSTEMS AND THE MAI NTENANCE OF OFFI CE RECORDS. ALSO REQUI RES
USE OF POSTAL METERS AND SCALES.

COMVENTS:

MUST ATTEND SCDC BASI C TRAI NI NG
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